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SAO Financial Systems 
Reports 

Commodities by Vendor 
 
MODULE: PO 
 
REPORT NAME:  Commodities by Vendor 
 
PS ID:  POS4023X INFOPAC ID:  POXXX0423 
 
NAVIGATION:  Vendors>Vendor Information>Report>Commodity by Vendor Report 
 
DESCRIPTION:  Lists all vendors with NIGP codes followed by the NIGP codes for which they have registered. 
 
RUN CONTROL CRITERIA: 
Vendor ID (leave blank for all vendors)   

Vendor Types radio button (All Vendors, 
Minority, Small Business, Small & Minority) 

  

   

   

   

 
FREQUENCY:  As needed 
 
TYPE  
(On Request/Overnight Batch):  

On Request 

 
SPECIAL INSTRUCTIONS:  Report runs to Infopac (Document Direct). Select Type: File, Format: LP 
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SAO Financial Systems 
Reports 

Commodity Code Quarterly Report 
 
MODULE: PO 
 
REPORT NAME:  Commodity Code Quarterly Report 
 
PS ID:  POS4024X INFOPAC ID:  POXXX0424 
 
NAVIGATION:  Purchasing>Management Reporting>Commodity Code Quarterly Report 
 
DESCRIPTION:  Lists all 10 digit codes having procurement activity in the specified fiscal quarter, and the related quantity and dollar 

amounts for the specified quarter and the year to date. 
 
RUN CONTROL CRITERIA: 
Fiscal Year (Required)   

Quarter Number (Required)   

   

   

   

 
FREQUENCY:  Quarterly 
 
TYPE  
(On Request/Overnight Batch):  

On Request 

 
SPECIAL INSTRUCTIONS:  Report runs to Infopac (Document Direct). Select Type: File, Format: LP 
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SAO Financial Systems 
Reports 

Minority Report by Origin 
 
MODULE: PO 
 
REPORT NAME:  Minority Report by Origin 
 
PS ID:  POS4019X INFOPAC ID:  POXXX0419 
 
NAVIGATION:  Purchasing>Management Reporting>Minority Report by Origin 
 
DESCRIPTION:  Lists total bid opportunities, bid responses, and total dollars awarded to minority vendors and to all vendors for date range 

specified. This is generally run each quarter. Agencies run this report for their Business Unit only, but State Purchasing and 
the Office of Small and Minority Business can run it for all agencies. 

 
RUN CONTROL CRITERIA: 
Business Unit (Required for Agencies 
Personnel but not for State Purchasing) 

  

Origin (leave blank for all origins)   

From Date: (Required)   

Thru Date: (Required)   

   

   

 
FREQUENCY:  Quarterly 
 
TYPE  
(On Request/Overnight Batch):  

On Request 

 
SPECIAL INSTRUCTIONS:  Report runs to Infopac (Document Direct). Select Type: File, Format: LP 
 



 9

 
 
 
 
 



 10

SAO Financial Systems 
Reports 

Minority Report 
 
MODULE: PO 
 
REPORT NAME:  Minority Report 
 
PS ID:  POS4016X INFOPAC ID:  POXXX0416 
 
NAVIGATION:  Purchasing>Management Reporting>Minority Report 
 
DESCRIPTION:  Lists total bid opportunities, bid responses, and total dollars awarded to minority vendors and to all vendors for date range 

specified. This is generally run each quarter. Agencies run this report for their Business Unit only, but State Purchasing and 
the Office of Small and Minority Business can run it for all agencies. 

 
RUN CONTROL CRITERIA: 
Business Unit (Required for Agencies 
Personnel but not for State Purchasing) 

  

From Date: (Required)   

Thru Date: (Required)   

   

   

 
FREQUENCY:  Quarterly 
 
TYPE  
(On Request/Overnight Batch):  

On Request 

 
SPECIAL INSTRUCTIONS:  Report runs to Infopac (Document Direct). Select Type: File, Format: LP 
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SAO Financial Systems 
Reports 

Vehicle Report 
 

 
MODULE: PO/AP 
 
REPORT NAME:  Vehicle Account Report 
 
PS ID:  APS4028X INFOPAC ID:  AP4030428 
 
NAVIGATION:  Accounts Payable>Reports>Vouchers>Vehicle Report 
 
DESCRIPTION:  Lists PO’s or Vouchers that were created each day where a Chart of Accounts specific to a Vehicle purchase is used. This 

allows DOAS to track vehicle purchases to assure that proper approvals have occurred. 
 
RUN CONTROL CRITERIA: 
None   

   

   

   

   

 
FREQUENCY:  Daily 
 
TYPE  
(On Request/Overnight Batch):  

Overnight Batch 

 
SPECIAL INSTRUCTIONS:  Used by DOAS only. Runs automatically in batch each night. 
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On Request  
PDF 
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SAO Financial Systems 
Reports 

Awarded Bid Results 
 
MODULE: PO 
 
REPORT NAME:  Awarded Bid Results 
 
PS ID:  POS4002X INFOPAC ID:  N/A 
 
NAVIGATION:  Purchasing>Manage Request for Quotes>Reports>Awarded Bid Results 
 
DESCRIPTION:  Lists RFQ Header information and awarded vendor followed by the RFQ lines awarded to that vendor including the quantity, 

unit price and line amount for each awarded vendor. This is printed for posting in the bid room. 
 
RUN CONTROL CRITERIA: 
Business Unit (Required)   

RFQ ID (Required)   

   

   

   

 
FREQUENCY:  Daily 
 
TYPE  
(On Request/Overnight Batch):  

On Request 

 
SPECIAL INSTRUCTIONS:  Does not run to Infopac (Document Direct), rather is available as .pdf document in the Report 

Manager. Select Type: Web, Format: PDF 
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SAO Financial Systems 
Reports 
 

Contract Print (Notice of Award) 
 

MODULE: PO 
 
REPORT NAME:  Awarded Bid Results 
 
PS ID:  POS4002X INFOPAC ID:  N/A 
 
NAVIGATION:  Purchasing>Manage Request for Qutoes>Reports>Awarded Bid Results 
 
DESCRIPTION:  Lists RFQ Header information and awarded vendor followed by the RFQ lines awarded to that vendor including the quantity, 

unit price and line amount for each awarded vendor. This is printed for posting in the bid room. 
 
RUN CONTROL CRITERIA: 
Business Unit (Required)   

RFQ ID (Required)   

   

   

   

 
FREQUENCY:  Daily 
 
TYPE  
(On Request/Overnight Batch):  

On Request 

 
SPECIAL INSTRUCTIONS:  Does not run to Infopac (Document Direct), rather is available as .pdf document in the Report 

Manager. Select Type: Web, Format: PDF 
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SAO Financial Systems 
Reports 

External Customer Award Summary Report 
 
 
MODULE: PO 
 
REPORT NAME:  External Customer Award Summary 
 
PS ID:  POS4009X INFOPAC ID:  N/A 
 
NAVIGATION:  Purchasing>Request for Quotes>Reports>External Cust Award Sum 
 
DESCRIPTION:  Lists RFQ lines (grouped by awarded vendor) with awarded quantities, unit price, UOM, and Line amounts, followed by 

Vendor Name and address of awarded vendor. Used primarily to transmit bid summary information to non-PeopleSoft 
agencies whose requisitions are bid by State Purchasing. 

 
RUN CONTROL CRITERIA: 
Business Unit (Required)   

RFQ ID (Required)   

   

   

   

 
FREQUENCY:  Daily 
 
TYPE  
(On Request/Overnight Batch):  

On Request 

 
SPECIAL INSTRUCTIONS:  Use primarily by State Purchasing to provide bid summary information to non-PeopleSoft agencies 

whose requisitions were bid by State Purchasing. 
Does not run to Infopac (Document Direct), rather is available as .pdf document in the Report Manager. Select Type: Web, Format: PDF 
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SAO Financial Systems 
Reports 

Purchase Order Print 
 
MODULE: PO 
 
REPORT NAME:  Purchase Order/Change Order 
 
PS ID:  POS4003XA INFOPAC ID:  N/A 
 
NAVIGATION:  Purchasing>Purchase Orders>Dispatch Purchase Orders 
 
DESCRIPTION:  Printed Purchase Order or Change Order (Correction) 
 
RUN CONTROL CRITERIA: 
Business Unit: (Required)   

PO ID: (Recommended)   

Chartfields: Valid Chartfields   

Change Orders: Changed & Unchanged 
Orders 

  

Header Only (If printing only header information)  

Print Barcode (To print barcode representing PO number on face 
of Purchase Order) 

 

   

 
FREQUENCY:  Daily 
 
TYPE  
(On Request/Overnight Batch):  

On Request 

 
SPECIAL INSTRUCTIONS:  Can also be printed from Dispatch Button on PO Header. Does not run to Infopac (Document Direct), 

rather is available as .pdf document in the Report Manager. 
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SAO Financial Systems 
Reports 

Receipt Delivery Report 
 
MODULE: PO 
 
REPORT NAME:  Receipt Delivery Report (Crystal) 
 
PS ID:  POY5030 INFOPAC ID:  N/A 
 
NAVIGATION:  Purchasing>Receipts>Reports>Receipt Delivery 
 
DESCRIPTION:  Printed Receiver 
 
RUN CONTROL CRITERIA: 
Business Unit (Required)   

Receipt No: (Required)   

   

   

   

 
FREQUENCY:  Daily 
 
TYPE  
(On Request/Overnight Batch):  

On Request (Crystal) 

 
SPECIAL INSTRUCTIONS:  Crystal Report. Server Name: PSNT Select Type: Web, Format: PDF 
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SAO Financial Systems 
Reports 
 

Requisition Print 
 
MODULE: PO 
 
REPORT NAME:  Requisition 
 
PS ID:  POS4004X INFOPAC ID:  N/A 
 
NAVIGATION:  Purchasing>Requisitions>Reports>Print Requisition 
 
DESCRIPTION:  Printed Requisition 
 
RUN CONTROL CRITERIA: 
Business Unit (Required)   

Requisition ID: (Recommended)   

   

   

   

 
FREQUENCY:  Daily 
 
TYPE  
(On Request/Overnight Batch):  

On Request 

 
SPECIAL INSTRUCTIONS:  Does not run to Infopac (Document Direct), rather is available as .pdf document in the Report 

Manager. Select Type: Web, Format: PDF 
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SAO Financial Systems 
Reports 
 

Requisition Status Report 
 
MODULE: PO 
 
REPORT NAME:  Requisition Status Report  
 
PS ID:  POS4017X INFOPAC ID:  N/A 
 
NAVIGATION:  Purchasing>Management Reporting>Requisition Status Report 
 
DESCRIPTION:  Lists all active requisitions by Buyer with their status, but also includes number of days in each processing step. Requisitions 

will continue to be listed on the report until they close, which may not be until after the PO closes. In order to get the 
requisition to drop off the report if it continues to be listed after award, the buyer must manually close the requisition in the 
system. 

 
RUN CONTROL CRITERIA: 
Buyer Name (or Blank for all buyers)   

   

   

   

   

 
FREQUENCY:  On Demand 
 
TYPE  
(On Request/Overnight Batch):  

On Request 

 
SPECIAL INSTRUCTIONS:  Does not run to Infopac (Document Direct), rather is available as .pdf document in the Report 

Manager. Select Type: Web, Format: PDF. Used by State Purchasing only. 
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SAO Financial Systems 
Reports 
 

RFQ Print 
 
MODULE: PO 
 
REPORT NAME:  Request for Quote/Addenda 
 
PS ID:  POS4005X INFOPAC ID:  N/A 
 
NAVIGATION:  Purchasing>Request for Quotes>Dispatch RFQ’s 
 
DESCRIPTION:  Printed Copy of Request for Quote 
 
RUN CONTROL CRITERIA: 
Business Unit (Required)   

RFQ ID (Required)   

Vendor ID (Optional)   

Print Addenda Only (Optional) (If printing addenda to RFQ)  

(Header Only) (If printing header information only)  

 
FREQUENCY:  Daily 
 
TYPE  
(On Request/Overnight Batch):  

On Request 

 
SPECIAL INSTRUCTIONS:  Does not run to Infopac (Document Direct), rather is available as .pdf document in the Report 

Manager. Select Type: Web, Format: PDF 
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SAO Financial Systems 
Reports 

Statewide Contract Item Schedule 
 
MODULE: PO 
 
REPORT NAME:  Statewide Contract Item Schedule 
 
PS ID:  POS4010X INFOPAC ID:  N/A 
 
NAVIGATION:  Purchasing>Procurement Contracts>Reports>Contract Item Report 
 
DESCRIPTION:  Lists items on statewide contract including vendor #, NIGP code, description, price, UOM, and contract effective and 

expiration dates. 
 
RUN CONTROL CRITERIA: 
Item Group (SWC) (Required) (represents all items related to Statewide Contract)  

Contract ID (Optional) (if only items from one Vendor Contract is to be 
printed when multiple split awards were made) 

 

Expiration Date (Required) Contract Expire Date (must be same date for all 
split awards) 

 

   

   

 
FREQUENCY:  As needed 
 
TYPE  
(On Request/Overnight Batch):  

On Request 

 
SPECIAL INSTRUCTIONS:  Used by State Purchasing only. Does not run to Infopac (Document Direct), rather is available as .pdf 

document in the Report Manager. Select Type: Web, Format: PDF 
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SAO Financial Systems 
Reports 
 

Vendors by NIGP Code 
 
MODULE: PO 
 
REPORT NAME:  Vendors by NIGP Code 
 
PS ID:  POS4018X INFOPAC ID:  N/A 
 
NAVIGATION:  Purchasing>Request for Quotes>Reports>Vendors by NIGP Code 
 
DESCRIPTION:  Similar to the 0PO006 query, lists Vendors, Addresses, and Small or Minority Status information based upon 5 digit NIGP 

code entered. 
 
RUN CONTROL CRITERIA: 
Category (5 digit NIGP Code)   

Vendor Type radio buttons (All vendors, 
Minority only, Small Business, or Small & 
Minority) 

  

   

   

   

 
FREQUENCY:  Daily 
 
TYPE  
(On Request/Overnight Batch):  

On Request 

 
SPECIAL INSTRUCTIONS:  Agencies should also use Procurement Registry website to locate potential bidders. 
Does not run to Infopac (Document Direct), rather is available as .pdf document in the Report Manager. Select Type: Web, Format: PDF 
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SAO Financial Systems 
Reports 

Contract Information Summary Report 
 
MODULE: PO 
 
REPORT NAME:  Contract Information Summary 
 
PS ID:  POS4007X INFOPAC ID:  N/A 
 
NAVIGATION:  Purchasing>Procurement Contracts>Reports>Contract Sum Info Report 
 
DESCRIPTION:  Prints Statewide Contract cover page including vendor, addresses, contract administrator, phone and email addresses, etc. 

Data for this report is entered by the user on the Contract Header and Vendor Contacts pages. 
 
RUN CONTROL CRITERIA: 
Contract ID   

   

   

   

   

 
FREQUENCY:  As needed 
 
TYPE  
(On Request/Overnight Batch):  

On Request 

 
SPECIAL INSTRUCTIONS:  Both Contract Header and Vendor Contact Information (related to the Contract Primary Contact) must 

exist before report is printed. 
Used by State Purchasing only. Does not run to Infopac (Document Direct). Select Type: Web, Format: PDF 
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Under Development 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


